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Rules for the Classified Service
of

City of Auburn

Purpose and Effect

It is hereby declared to be the purpose of these rules to provide an orderly and
uniform system for the administration of civil service in _City of Auburn _ on a basis of
merit and fitness as provided in the Civil Service Law of the State of New York. These
rules have the force and effect of law, and apply to all positions in the classified service
of City of Auburn as well as the school district and special districts therein. These rules

may be amended by the Commission after a public hearing, subject to the approval of
the State Civil Service Commission.




RULE |

DEFINITIONS

Unless otherwise expressly stated or unless the context or subject matter

requires a different meaning, the terms mentioned, whenever used in these rules, shall
be construed as follows:

1. “Commission” means the Civil Service Commission of the City of Auburn .
2. “Employee” means the incumbent of a position appointed to the position in

accordance with these rules and the Civil Service Law.

3: “Position” means an aggregation of duties to be performed and
responsibilities to be exercised by one person in a civil division.

4, “Eligible List" means an official record established and maintained by the
Commission as a public record which contains the names of those persons who have .

successfully completed an examination, hsted in order of their final ratmgs from the
highest to the lowest rank.

5. ‘Part-Time Employment” means any employment or combination of one or
more employments in a civil division in which an individual works fifty percent or less of
the time prescribed as the standard work week by the governing body or other
appropriate authority of the civil division or where the employee earns not more than

one-half (1/2) of the rate assigned to the position if the position has been allocated to a
graded salary schedule.

6. “Transfer” means the change, without further examination, of a permanent
employee from a position under the jurisdiction of one appointing authority to a similar
position under the jurisdiction of another appointing authority, or to a position in a
different title under the jurisdiction of the same appointing authority.

7. “Reassignment” means the change, without examination, of a permanent

employee from one position to another similar position in the same title under the
jurisdiction of the same appomtmg authonty

8. “Civil DIV[S!DFI means the city, school district or special district.



RULE Ii

ORGANIZATION OF THE COMMISSION

The Commission shall designate one of its members as Chairperson. Two
Commissioners shall constitute a quorum for the transaction of business. The
Commission may appoint a Secretary who shall not be a Commissioner, and such other
employees within available appropriations as it may deem necessary or proper {o carry
out the purpose of these rules and the law. It shall fix the duties of these employees.
The Commission shall keep frue and accurate minutes of all its meetings and
proceedings which shall be open for public inspection.



RULE 1l

EXEMPT CLASS

Positions approved by the State Civil Service Commission for placement in the
exempt class pursuant to Section 41 of the Civil Service Law shall be listed in Appendix
A of these rules.



RULE IV

NON-COMPETITIVE CLASS

% Non-Competitive Positions: Approval and Designation

Positions approved by the State Civil Service Commission pursuant to
Section 42 of the Civil Service Law for placement in the non-competitive class shall be
listed in Appendix B of these rules. The municipal Commission shall designate titles in
Appendix B that involve confidentiality or require the performance of funciions

influencing policy for the purposes of excluding such positions from the statutory
provisions on removal and disciplinary proceedings.

2. Nomination for Non-Competitive Appointment

A position in the non-competitive class may be filled by the appointment of
a person who meets the minimum qualifications established for such position by the
Commission. A nomination for such an appointment shall state the qualifications of the
nominee and shall be filed, prior to any appaintment, by the appointing authority with the

Commission. Such appointment shall become effective only after approval by the
Commission.



RULE V

LABOR CLASS

1 Approval of Labor Class Positions

Positions approved by the State Civil Service Commission pursuant to

Section 43 of the Civil Service Law for placement in the labor class shall be listed in
Appendix C of these rules.

2 Filling of 2 Labor Class Position

A position in the labor class may be filled by the appointment of any person
selected by the appointing officer of the agency where a vacancy exists. The
Commission may require applicants for employment in the labor class to qualify in such
examinations of their fitness for employment as may be deemed practicable.



RULE VI

UNCLASSIFIED SERVICE

Positions approved by the State Civil Service Commission pursuant to Section 35
of the Civil Service Law for placement in the unclassified service shall be listed in
Appendix D of these rules.



RULE VI

RECRUITMENT OF PERSONNEL

1. Residence Reguirements for Municipal Positions

a. An applicant must at the time of examination and for at least one
month immediately prior thereto be a resident of the municipality in which appointment is
to be made or any reasonable combination of municipalities both in and outside of New
York State contiguous to the municipality in which appointment is to be made.
Residence requirements may be suspended or reduced by the Commission in cases

where recruitment difficulty makes such requirements disadvantageous to the public
interest.

b. When preference in certification is given to residents of a
municipality pursuant to subdivision 4-a of Section 23 of the Civil Service Law, an
eligible must have been a resident of such muriicipality for at least one month prior to the
date of certification in_order to be included in a certification as a resident of. such
municipality and must be a resident of such municipality at the time of appointment.

2. Announcements of Examinations

The public announcement of an open-competitive examination shall
specify the application fee, if any, the title, the duties of the position, the minimum
qualifications required, the salary or salary range if known, the issue date, the final date
for filing applications, the subjects or scope of the examination and the relative weighis
thereof, application fee(s) and waivers, post offer of employment medical requirements,
special testing requirements and religious observance arrangements and, if known, the
date and place of the examination. Public notice of open-competitive examinations shall
be made at least twenty-five days before the date of the examination and must be
conspicuously posted in a public place for fifteen days. The last day for filing
applications shall be not less than ten days before the date of the examination.
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